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Prince George's County, Finance Administration 

DEPARTMENT/AGENCY ~ 

Risk Management Division 

DIVISION 
ITEM 
NO. DESCRIPTION RETENTION 

Super sedes Schedu le C-523 
GENERAL CORRESPONDENCE FILES 
These files consists of Risk Management/Insurance 
related inter-office correspondence and reading files. 

RISK MANAGEMENT COMMITTEE RECORDS 
Consist of required Risk Management Committee meeting 
minutes and related supporting RM legal and general 
correspondence. Expired Insurance policies. 

Re ta i n m i c r o f i l m pe rmanent l y . 

WORKERS COMPENSATION FILES 
Contains inactive or closed Workers' Compensation files 

Re ta i n m i c r o f i l m pe rmanent l y . 
LIABILITY FILES 
Files of closed/inactive liability cases involving 
County Risk Management Fund 

PROPERTY FILES 
Files of closed/inactive property claims. 

Cut off at end of Fiscal Year. 
Retain for three (3) additional 
years, then destroy. 

Cut off at the end of fiscal 
year, retain three (3) years, 
then microfilm. Expired 
insurance policies to be 
inventoried and retained in 
Finance Administration .Destroy 
minutes & correspondence 
after microfilming. 
Cut off at the end of Fiscal 
year, retain three (3) additiona 
years then microfilm. Destroy 
originals after filming. 
Cut off at end of fiscal year, 
retain for three (3) additional 
years then destroy. 

Cut off after each fiscal year, 
retain for three (3) years, 
then destroy. 
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N o . D e s c r i p t i o n R e t e n t i o n 

6. AUTO FILES 

Contains close/inactive auto claims Cut off at the end of 
each fiscal year, retain 
for three (3) years, 
then destroy. 
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